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Live Teachers from China! Chinese Business Etiquette 


第 一 章 : 商务 问候 礼仪 


Chapter One: Business Greetings 


Part 1: 第 一 天 上 班 (Di yi tian shangban) First day of work 


Key Learning Points Preview: 


你 (ni) and £& (nin): pron. you 


Speaking Chinese in a business setting is often challenging. Let's see a dialogue 
below. 


Li Qiang: Nihao, ni shi xin lai de ba? Rugud wo méi ji cud, ni jiao Jieke, dui ma? 
李强 : 你 好 ， 你 是 新 来 的 吧 ? 如 果 我 没 记 错 ， 你 叫 杰 对 吗 ? 
Li Qiang: Hello, aren't you a newcomer here? If I'm not mistaken, you must 


be Jack, right? 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 一 章 : 商务 问候 礼仪 
Chapter One: Business Greetings 
Jie Ke: Shi de, zheshiwodiyitian shangban. 
An: 是 的 ,这 是 我 第 一 天 LE. 


Jack: Yes, I am. It's my first day here. 


Li Qiang: Nihao, wo shi zhége gongsi de zong jingli, we jiao Li Qiang! 
李强 : 你 好 ， 我 是 这 个 公司 的 总 AR, 我 叫 李强 ! 


Li Qiang: How do you do! My name is Li Qiang, Iam the general manager of this 


company. 


Jié Ke: Ninhao, Li Zong,jiuyang nin de daming. 
杰克 : 您 好 ， 李 总 ， AAW 您 的 大 名 。 


Jack: How do you do! Mr. Li, I've heard a great deal about you. 


Li Qiang: Bugandang, hen gaoxing jian dao ni! 
李强 : 不 敢当 ， 很 高 兴 见 到 你 ! 


了 


Li Qiang: I'm much obliged, it's a pleasure to meet you. 
Jie Ke: — Jian dao nin wo yé gan dao féichang rongxing. 
ARTE: 见 到 您 我 也 感 到 非常 荣幸 。 


Jack: I'm honored to meet you, too. 


Li Qiang: Nishi Meiguo rén, dui ba? Ni de hanyu jiang de hén bu cuol 
李强 : 你 是 美国 A, MW 吧 ? 你 的 汉语 讲 得 很 不 错 ! 


Li Qiang: You are American, aren't you? Your Chinese is pretty good! 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 一 章 : 商务 问候 礼仪 


Chapter One: Business Greetings 


Jié Ke: O， xiexie, nin gudjiang le! 
Abe: «= KA, KT! 
Jack: | Oh, thanks! You flatter me. 


Li Qiang: Wo daibiao women gongsi quanti yuangong huanying ni de jiaru. 
李强 : 我 代表 RN 公司 全 体 员工 欢迎 “你 的 加 入 。 


Li Qiang: I would like to welcome you on behalf of all the staff in this company. 


Jie Ke: Zhan shi wan fén ganxie nin! Chalaizhadao, yihou yao rang nin feixin le, 
ASE: “真是 万 分 感谢 您 ! 初来乍到 ， 以 后 要 让 您 费心 了 ， 
qing nin duddu6 guanzhaol 
请 您 多 多 KR! 


Jack: Thanks a million. I just got here, so please take care of me in the future. 


Li Qiang: Ni tai kéqi le. W6 xiwang ni zai zheli gongzuo yukuai! 
李强 : UK BAT. Kh 希望 你 在 这 里 工作 和 愉快 ! 


Li Qiang: Not at all. I hope you will enjoy working here. 


Jie Ke: ”Xiexie, wo xiangxin wo hui de. 
ASSL: 谢谢 ， 我 相信 我 会 的 。 


Jack: I appreciate it. I'm sure I will. 


Key Learning Points 


你 (ni) and 您 (nin): pron. you 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business ftiquette 


第 一 章 : 商务 问候 礼仪 


Chapter One: Business Greetings 
"你 (mand "您 (nim)"” are two personal pronouns in Chinese which are 


represented by the same word "you" in English. "您 (nin)" is the respectful form of 
"你 (ni)" and is often used to refer to those who are older or have a higher rank. 


Examples 


Zong jingli, ninhao, zhe shi nin yao de cailiao. 
1. A: 总 经 理 ， 您 好 ， 这 是 您 要 的 材料 。 


Hello, general manager, this is the material you wanted. 


Haode, xiexie. 
B: 好 的 ， 谢谢 。 
Ok, thank you. 


Hai, ni mingtian xiawu you shijian ma? Women qu da langiu ba. 
2.A: Mi, 你 明天 下 午 有 时 间 吗 ? 我 们 去 打 篮球 吧 。 


Hi, are you free tomorrow afternoon? Let's play basketball. 


Haoa, méiwenti. 
B: 好 啊 ， 没 问题 。 


Sure, no problem. 


To listen to the recordings of the dialogues, please go to 


http://www.echineselearning.com/blog/shangwu-wenhou-business- 


greetings-beginner 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 一 章 : 商务 问候 礼仪 


Chapter One: Business Greetings 


Vocabulary: 

m “Al (jityang): v. to hear much about somebody 
上 “荣幸 (rongxing)j: adj. be honored 

m 费心 (féixin): v. to give a lot of care 

上 “初来乍到 (chalaizhadao): v. to have just arrived 
m XQ (guanzhao): v./n. care/attention/concern 


m 客气 (keqi): adj. courteous 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 


eChineseLearning.com All Rights Reserved. To contact us, please visit: www.eChineseLearning.com 


6 


eChineseLearnilig 


Live Teachers from China: Chinese Business Etig uette 


第 一 章 : 商务 问候 礼仪 


Chapter One: Business Greetings 


Part 2: 久 仰 大 名 (Jiuysing da ming) I've heard so much about you. 


Key Learning Points Preview: 


问候 (wenhou): n./v. — greeting/ to send one's regards to 


和 久 仰 (jityang):v. ‘I've heard so much about you 


Greetings are the first part of a conversation between people during business 


exchanges. We greet people differently depending upon the circumstances. 


To greet people we are meeting for the first time, the most standard expressions are: 


"你 好 (nihdo) hello," "很 高 兴 认 识 您 (hén gaoxing rénshi nin) glad to meet you," "Ji 
到 您 非常 荣幸 (jian dao nin féichang rdngxing) it's a great honor to meet you." Both 
"你 (nm and "您 (nin)" mean "you" in English, but they are different in Chinese. "您 
(nin)" shows full respect to others, and is generally used to address elders or your 
boss, while "(ni)" is often used to address peers. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 一 章 : 商务 问候 礼仪 


Chapter One: Business Greetings 


To greet an acquaintance, one should choose words that are casual and informal. 
For example, "AA ILS (hao jit bu jian le) long time no see" "又 见面 了 (you 
jianmian le) see you again," "你 气色 不 错 (ni qise bucuo) you have a good 


complexion." 


To greet a prestigious person, the standard ways of addressing them are "和 久 仰 


(jityang) I've heard so much about you," or "3#4= (xinghui) I'm fortunate to meet 


you. 
Key Learning Points 


问候 (wenhou): n./v. greeting/ to send one's regards to 


The character " 问 (wén)" means to ask and " 候 (hou)" means to wait, but here "{k 


(hou)" means to greet. 


Shangwu wenhou hen zhongyao, yong de bu qiadang kénéng hui yinqi wuhui. 
商务 问候 很 重要 用 的 不 人 恰当 可 能 会 引起 误会 。 
Business greetings are quite critical because if they are used in an inappropriate way, 


they can create misunderstanding or embarrassment between people. 


AKAM (jityang): v. Tve heard so much about you 


The character "和 久 (jil)" refers to a “long duration of time” and " 仰 (yang)" refers to 
“look up to”. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 一 章 : 商务 问候 礼仪 


Chapter One: Business Greetings 


Example 


Jiuyang daming, jintian zhongyu jian dao nin le. 
A AM 大 名 ， 今 天 终于 见 到 您 了 。 


I've heard so much about you. Finally, I get to see you today. 


W6 yé hen gaoxing jian dao nin. 
B: 我 也 很 高 兴 见 到 您 。 
Nice to meet you, too. 


To listen to the recordings of the examples, please go to 


http://www.echineselearning.com/blog/business-greeting-etiquette-intermediate 


Vocabulary: 


m 熟人 (shurén):n. people whom you know very well 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 二 章 : 商务 介绍 礼仪 


Chapter Two: Business Card Exchanges and Introduction 


Key Learning Points Preview: 
介绍 (jieshao): v./n. — to introduce/introduction 


年 龄 (nidnling):n. age 


名 片 (mingpian): n. business card 


In China, the first "介绍 (jieshao) introduction" is crucial in business relationships. It 


is a stepping stone for successful business cooperation. 


There are two main principles about the "顺序 (shunxt) order" you must follow. One 
is related to gender. That is, in China, we usually introduce the men to the ladies 
before introducing the ladies to the men in order to show "尊敬 (zunjing) respect" 
towards the ladies. The other principle is related to "4F # (nianling) age" and 
seniority. We usually introduce the lower positioned people to the higher positioned 


first, in order to show respect towards the latter. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 二 章 : 商务 介绍 礼仪 


Chapter Two: Business Card Exchanges and Introduction 


When exchanging your "名 所 (mingpian) business card," you should pass your 
business card with both hands toward the receiving side. You should also take the 
other's business card with both hands. 


Key Learning Points 


介绍 (jiéshao): v./n. to introduce/introduction 


介 (jié)" literally means between, and "24 (shao)" literally means to connect. But in 


the word "介绍 (ji@shao)," the two characters both mean to introduce. 


Example 


Qing yunxu wo xiang nin jieshao women de dongshizhang - Chén xiansheng. 
A: 请 允许 我 向 您 介绍 我 们 的 董事 长 一 陈 先生 。 


Please allow me to introduce our chairman to you—Mr. Chen. 


Ninhao, Chén xiansheng, hen rongxing jiandao nin! 
B: 您 好 ， 陈 先生 ， 很 荣幸 见 到 您 ! 
Hello, Mr. Chen, it's an honor to meet you. 


年 龄 (nianling): n. age 
"4  (nian)" literally means year and "i (ling)" means age. There are some 
well-known quotations from The Analects of Confucius regarding "年 龄 (nianling) 


age. 


"三 十 而 立 (sanshi érli)" means "At thirty, a man should have planted his feet firmly 
upon the ground." 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 二 章 : 商务 介绍 礼仪 


Chapter Two: Business Card Exchanges and Introduction 


"四 十 不 惑 (sishi bu hud)" means "At forty, a man should no longer suffer from 
perplexities," etc. 


Example 


Nin de nianling bi wo da. 
您 的 年 龄 比 我 大 。 


You are older than I. 


名 片 (mingpian): n. —_ business card 


"4% (ming)" literally means name and " 片 (pian)" represents the meaning of "卡片 
(kapian) card." 


Example 


Mingpian shang yin zhe wo de qiye dizhi he dianhua haoma. 
4 上 印 着 我 的 企业 地 址 和 电话 号 码 。 


My business address and phone number are printed on the business card. 


To listen to the recordings of the examples, please go to 


http://www.echineselearning.com/blog/business-etiquette-business-card- 


exchanges-and-introduction-beginner 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 三 章 : 商务 电话 礼仪 
Chapter Three: Business Telephone Etiquette 


Part1: 打 电 话 (Di dianhua) Make a phone call 


Key Learning Points Preview: 


商务 电话 (shangwu dianhua): nmake a call for business purposes 


保持 联系 (baochi lidnxi): v. to keep in touch 


Fal 


BA 


Making a phone call can be the first step in building business relationships, and can 


have an important impact on the success or failure of such relationships. 


In the context of business Chinese, when you make the first contact, the first 
sentence used should be "IZ, kf ! (wei, ninhdo!) How do you do?" We usually don't 
use "你 好 (nihdo)," which means hello, because "您 (nin)" shows more respect than 


"你 (ni)" does, and is often used to call those who are older or have a higher rank. 
Another etiquette in the context of business Chinese: when receiving a phone call 


while not knowing who is calling, we often use "请 问 您 是 哪 位 (qing wen nin shi na 


wei) may I know who is speaking please?" 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 三 章 : 商务 电话 礼仪 
Chapter Three: Business Telephone Etiquette 


But in daily conversations, we often use a less respectable form: "你 找 谁 (ni zhao 
shui) whom are you calling?" "请 问 (qing wen) may I ask... please?" shows that you 
are polite and have good manners." 哪 位 (na wei)" and "iE (shui)" both mean who. 
" 哪 (na)" in this sentence means which, "(iz (wéi)" is a measure word. "VKFKYE (ni 


zhao shui)" is used in daily Chinese and the tone is not as polite. 
When you are ready to hang up the phone, you can say: 


Zaijian, hen gaoxing he nin zai dianhua zhong goutong, baochi lianxi. 
AL, 很 高 兴 和 您 在 电话 中 沟通 ， 保持 联系 。 


Goodbye, it was nice to talk with you on the phone. Let's keep in touch. 


Key Learning Points 
商务 电话 (shangwu dianhua): n. make a call for business purpose 


"商务 (shangwu)" means business and "电话 (dianhua)" means telephone or phone 


call. 


Example 


Shangwu dianhua yao jishi huifu. 
商务 电话 “要 及 时 回复 。 


Business calls should be returned in atimely fashion. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 三 章 : 商务 电话 礼仪 
Chapter Three: Business Telephone Etiquette 


保持 联系 (baochf lianxi): v. to keep in touch 


"保持 (baochi)" means to keep and "联系 (lianxi)" means contact. 


Example 


Gui gongsi de dayinji yangpin fuhé women de yaogiu, zhe shi wo de mingpian, 
st 公司 的 打印 机 样品 符合 我 们 的 要 求 ， 这 是 我 的 名片， 
baochi lianxi. 

保持 ”联系 。 


The sample printer offered by your company meets our requirements. Here is my 


name card, keep in touch. 


To listen to the recordings of the examples, please go to 


htto://www.echineselearning.com/blog/business-etiquettemake-a-phone-call 


-intermediate 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 三 章 : 商务 电话 礼仪 
Chapter Three: Business Telephone Etiquette 


Part2: 挂 电话 (Gua dianhua) Hang up a phone call 


Key Learning Points Preview: 
帮忙 (bangmang):v to help 


转达 (zhuinda:v to convey 


it A (jinn): adv. soon 


As we all know, proper telephone etiquette is an important part of maintaining 
harmonious business relationships. Do you know how to politely end a telephone 
conversation in Chinese? Ending a telephone conversation politely will help you 
make a good impression. Let's start our Chinese lesson about how to hang up a 
phone call! 


1. To a close friend 
If you are familiar with the person, you can end the conversation by saying: 


Hai you shénme wo keyi bangmang de ma? 
还 有 tA 我 可 以 帮忙 的 吗 ? 


Is there anything else I can help you with? 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 三 章 : 商务 电话 礼仪 
Chapter Three: Business Telephone Etiquette 


2. To a friend (but you are unfamiliar with his/her family) 
If you know the person, but are unfamiliar with his/her family, you should say: 


Qing dai wo xiang ni de jiarén wen hao. 
请 代 我 向 你 的 家 人 问 好 。 


Please send your family my best regards. 


3. To convey a message 
When someone asks to leave a message, you can Say: 


W6 yiding ti nin zhuanda. 
我 一 定 8H 转达 。 


I will make sure he/she gets your message. 


4. To a customer 


If your customer calls, you can say: 


Xiexie nin da dianhua lai. 
谢谢 您 打 电话 来 。 


Thanks for calling, 


Hén gaoxing yu nin tonghua. 
很 高 兴 与 您 ”通话 。 


It's a pleasure to speak with you. 
Xiwang jinri nénggou jianmian. 


希望 ”近日 能 够 ”见面 。 


I hope we will meet soon. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 三 章 : 商务 电话 礼仪 

Chapter Three: Business Telephone Etiquette 
Key Learning Points 

帮忙 (bangmang): v. _ to help 

Example 

Wang laoshi ging nin bangmang fanyi yixia di wu ke. 
于 老师 ， 请 您 帮忙 Me 一 下 第 五 课 。 
Mr. Wang, please help me translate lesson five. 
#£74(zhuanda): v. to convey 

Example 

Qing xiang ni fugin zhuanda wo de xie yi. 

请 向 你 父亲 转达 我 的 谢意 。 

Please convey my gratitude to your father 

iH (jinri): adv. soon 

Example 

Xiwang jinri neng dédao nin de huifu. 


希望 ”近日 能 得 到 您 的 回复 。 
Hope to hear from you soon. 


To listen to the recordings of the examples, please go to 


http://www.echineselearning.com/blog/chinese-lessons-about-business-etiquette 


-hang-up-a-phone-call-intermediate 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


第 四 章 : 商务 就 餐 礼 仪 


Chapter Four: Toasting at a Business Dinner 


Key Learning Points Preview: 


敬酒 (ingjit): v to propose a toast 


除非 (chuféi): conj. unless 


"敬酒 (ingjio) Toasting" is an important part of dinner in China, especially at 
business dinners. One should follow the basic rules when attending a business 
dinner. Firstly, one should stand up and use both hands as he or she toasts. Secondly, 
one should hold his or her glass with the right hand and use the left hand to 
support the bottom. Remember to always hold the glass lower than those of others 
to show respect. Finally, many people can toast to one person, but one should not 
toast to many people at once "除非 (chuféi) unless” he or she is the leader. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 四 章 : 商务 就 餐 礼 仪 


Chapter Four: Toasting at a Business Dinner 


Key Learning Points 

敬酒 (jingjit): v to propose a toast 

"4 (jing)" literally means to respect and here it means to offer respect. 
" 酒 jit)" means liquor. 

Example 

Women dajia xiang xinniang xinlang jingjiu. 


我 们 KA 向 新 娘 HBR 敬酒 。 


Let's propose a toast to the bride and groom. 


除非 (chuféi): conj. unless 
" 除 (chu)" literally means to get rid of but here it means being exclusive. 
"3E(féi)" means not. 
Examples 
Chuféi ni nuli xia gongfu fouzé ni yongyuan da bu hao wanggqiu. 


1. BRIE 你 努力 下 WK, All mw 永远 FT A PARR. 
You will never become good at tennis unless you work hard at it. 


Chuféi ni mashang caiqu xingdong, buran yi qié dou wan le. 
2. BAF 你 SE 采取 行动 ， 不 然 一 切 都 MY. 


It will be too late unless you take action immediately. 


eChineseLearning.com All Rights Reserved. To contact us, please visit: www.eChineseLearning.com 


23 


EM Chinese Business Etiquette 


第 四 章 ; 商务 就 餐 礼 仪 


Chapter Four: Toasting at a Business Dinner 


To listen to the recordings of the examples, please go to 


http://www.echineselearning.com/blog/toasting-etiquette-at-a-business-dinner 


-advanced 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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Live Teachers from Chinal Chinese Business Etiquette 


第 五 章 : 商务 座次 礼仪 


Chapter Five: Seating Arrangement 


Key Learning Points Preview: 


4L{X (liyi) n. etiquette 


At Chinese "宴会 (yanhui) banquets," the seating arrangement is probably the most 
important part of Chinese dining "#L {X  (liyi) etiquette," especially in Chinese 
business banquets. Generally, round tables are used at Chinese banquets and the 
seat facing the entrance is the seat of honor. The seats on the left hand side of the 
seat of honor are second, fourth, sixth, etc. in importance, while those on the right 
are third, fifth, seventh and so on in importance. The seat of honor, "保留 (baolit) 
reserved" for the master of the banquet or the "客人 (kérén) guests" with highest 
status, is the one in the center facing east or facing the entrance. Those of higher 
position sit closer to the seat of honor. The guests of the lowest position sit furthest 


from the seat of honor. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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BER: 商务 座次 礼仪 
Chapter Five: Seating Arrangement 
Key Learning Points 
4L1X (liyi) n. etiquette 
" 礼 (Ii)" means polite and "{X (yi)" means ceremony. 
Examples 

Zhongguo zigt jiushi yi ge liyi zhi bang. 


1 中 国 自古 就 是 一 个 礼仪 之 邦 。 


China has always been a state of ceremonies. 


Daibidomen xuan liyf yaoqiu jiuzuo. 
2， 代表 们 须 按 礼仪 要 求 ”就 座 。 


The delegates have to be seated according to the proper etiquette. 


To listen to the recordings of the examples, please go to 


htto://www.echineselearning.com/blog/seating-arrangement-etiquette 


Vocabulary: 
m %&4 (yanhui):n. banquet 
m 客人 (kérén):n. guest 


四 “保留 (baolid): v. to reserve 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 六 章 : 商务 送礼 禁忌 
Chapter Six: Taboos of Giving Business Gifts in China 


Key Learning Points Preview: 


送礼 (songli): v. to give gift 


商务 往来 (shangwu wanglai): n. business exchanges/doing business with others 


"送礼 (sOngli) Gift giving" is an important part of "商务 往来 (shangwu wanglai) 
doing business" in China. Cultural traditions play an important role in business life in 
China. So, there are some important "禁忌 (jinji) taboos" that business people 


should be aware of. 


First, people should not give clocks to others since the Chinese pronunciation of "i& 
钟 (songzhong) to give clocks" is the same as that of "i&2% (songzhong) to attend 


upon a dying relative." 


Second, people should not give shoes as gifts since the Chinese pronunciation of " 
HE (xié) shoes" is the same as that of "4 (xié) evil." There is another proverb that 


says, "If you give shoes to a pair of lovers, it means they will break up." 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 六 章 : 商务 送礼 禁忌 


Chapter Six: Taboos of Giving Business Gifts in China 


Lastly, people should not give pears as gifts to others because the Chinese 
pronunciation of "4 (li) pears" is the same as that of " 离 (li) to separate." The 


meaning of Chinese character "7 (li)" is not "吉利 (ili) lucky" in Chinese. 


Key Learning Points 
J£4L (songli): v. to give a gift 
The character "i& (sOng)" means to give and "4L (li)" refers to a gift. 
Examples 
Jiéri songli shi yi zhong féngsu. 
1. TH 送礼 是 一 种 风俗。 
Giving presents during festivals is a tradition. 
Ta songli hén kangkdi. 


2. 他 送礼 很 慷慨 。 


He is generous in giving gifts. 


商务 往来 (shangwu winglai): n. business exchanges/doing business with 


others 


The character " 商 (shang)" means commerce and "% (wu)" means affair. "{E(wang)" 


means to go and "3€ (lai)" means to come. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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=z. NS 
第 六 章 : 商务 送礼 禁忌 
Chapter Six: Taboos of Giving Business Gifts in China 


Examples 


Tamen jianli le xin de shangwu wanglai guanxi. 
1. fh] 建立 了 新 的 商务 往来 关系 。 


They have established a new business relationship. 


Zhe liang jia gongsi de shangwu wanglai hen pinfan. 
2. 这 两 家 公司 的 商务 往来 ”很 频繁 。 


The two companies have very frequent business exchanges. 


To listen to the recordings of the examples, please go to 


http://www.echineselearning.com/blog/taboos-of-giving-business-gifts-in-china- 


Vocabulary: 
m 44% (jinji):n. taboo 


m Al (jili): adj. lucky 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 七 章 : 拱手 礼仪 文化 
Chapter Seven: Showing Honor through Holding Fist 


Key Learning Points Preview: 
拳头 (quantou) n. fist 


4 (zhuheé) n. congratulations 


Holding fist is a form of greeting, usually used by men, with one clenched fist 
cradled in the other hand and held at chest level. It is a traditional custom in China 
and is used to express "祝贺 (zhuhe) congratulations" and good "愿望 (yuanwang) 
wishes." 

In modern China, holding fist is widely used in business situations. So, the way to 
properly hold fist is just like this: standing upright, hold the right hand (in fist) with 
the left hand and rock them up and down slightly at roughly chest level. Please see 


the following picture. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 七 章 : 拱手 礼仪 文化 
Chapter Seven: Showing Honor through Holding Fist 


In China, expressing regards through holding fist is often used in the following three 


situations: 


1. At every major event or holiday, such as "春节 (chUnjié) Spring Festival." We often 
show regards through holding fist when we meet our "邻居 (linju) neighbors," "HAZZ 
(péngyou) friends" or "同事 (tongshi) colleagues." 


2. On festive occasions, such as "婚礼 (hunli) weddings" or birthday parties, the "#% 


人 (kérén) guests" can hold fist to congratulate the "主人 (zhtrén) hosts." 


3. At farewell parties, people often hold fist while saying "Take care!" to each other. 


Occasionally, we hold fist to request forgiveness. 


When we show our regards through holding fist, we also use special words and 


He 


expressions, such as: "i H BRR (jiéri kuailé) Happy holidays," "2* = (gOngxi) 
congratulations" or " 久 仰 (jityang) I've heard so much about you." 
Key Learning Points 


拳头 (quantou) n. fist 
Example 
Ta yong quantou qingqing da le yi xia wo. 


他 AO 2k BER TY TR. 
He hit me lightly with his fist. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 七 章 : 拱手 礼仪 文化 
Chapter Seven: Showing Honor through Holding Fist 
祝贺 (zhuhe) n. congratulations 
Example 
Zhuhe nin, jingli, women de xin xiangmu hen chengg6ng. 


A: 祝贺 18, APE, 我 们 的 新 项 目 很 ”成功 ! 


Congratulations to our manager, our new project has been very successful! 


Xiexie dajia de nuli. 
B: “谢谢 大 家 的 努力 。 
Thanks everybody for working so hard. 


To listen to the recordings of the examples, please go to 


http://www.echineselearning.com/blog/showing-honor-through-holding-fist 


-intermediate 
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Chinese Business Etiquette 


第 八 章 : 筷子 使 用 禁忌 
Chapter Eight: Five Things You Must NOT Do with 
Chopsticks 


Key Learning Points Preview: 
筷子 (kuaizi): n. chopsticks 


涵养 (hAnydng): n. good behavior 


As you are doing business with Chinese people, you may have used "筷子 (kuaizi) 
chopsticks." But do you know the taboos of using this dining tool? The following list 


has five things you must know about the use of "筷子 (kuaizi) chopsticks." 


No.1: Hold "筷子 (kuaizi) chopsticks" with your "大 拇指 (damuzhi) thumb," "+48 
(zhongzhi) middle finger," "JE4448 (wumingzhy ring finger," and "小 拇指 (xiéomuzhi) 
little finger," but be sure not to point your "食指 (shizhi) index finger" at others. It is 
widely acknowledged in China that when someone is about to swear using dirty 
words, they tend to point their "食指 (shizhi) index finger" at others. So if you let 
your "食指 (shizhi) index finger" point to other guests at the table, it is perceived as 


being impolite. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 八 章 : 筷子 使 用 禁忌 
Chapter Eight: Five Things You Must NOT Do with 
Chopsticks 


No.2: Do not hold "筷子 (kuaizi) chopsticks" in your mouth and suck them. It is 
regarded as lack of "涵养 (hdnyang) good behavior." Besides, if you suck on the "*% 
子 (kuaizi) chopsticks," you are very likely to make strange noises, which is often 


quite annoying. 


No.3: Do not get what you want to eat with only one chopstick. It is well-recognized 
that both“" 和 筷子 (kuaizi) chopsticks" are always used together. But when you use 
only one of them to get something really small, it is like sticking up your "P48 (zho 


ngzhi) middle finger" to someone in the western culture. 


No.4: Do not put your "筷子 (kuaizi) chopsticks" in the middle of a bowl of rice 
before eating. This is an action employed when you want to pay your respects to 


your ancestors who have passed away. 


No.5: Do not use your "fF (kuaizi) chopsticks" to hit the bowl or the plate, even 


when you feel bored. That's what beggars do when they beg for food. 


Key Learning Points 


筷子 (kuaizi): n. chopsticks 
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第 八 章 : 筷子 使 用 禁忌 
Chapter Eight: Five Things You Must NOT Do with 
Chopsticks 


Example 


Henduo waiguoren renwei yong kuaizi he xue hao Zhongwen yiyang kunnan. 
很 多 外 国人 UA 用 筷子 和 学 好 中 文 一 样 ”困难 。 


Many foreigners think that skillfully using chopsticks is as hard as learning Chinese. 
涵养 (hinying): n. good behavior 
Example 


Tingshu6 ni zuijin zai xuéxi you hanyt. 
A: Writ 你 最 近 在 学 习 旅游 汉语 。 
I heard that you are taking travel Chinese courses recently. 


Dui. Zhongwen laoshi hai tébié qiangdiao le luydu zhong de hanyang wenti. 
B: 对 。 中 文 老师 还 特别 强调 了 旅游 中 的 涵养 问题 。 

Biru shud, buyao zai jianzhuwu shang luantuluanhua. 

比如 说 ， 不 要 在 建筑 物 上 乱 涂 乱 画 。 

Yes. My Chinese teacher emphasizes good behavior when traveling. For 


example, do not scrawl on the buildings during your trip. 


To listen to the recordings of the examples, please go 


http://www.echineselearning.com/blog/five-things-you-must-not-do-with 


-chopsticks-beginner 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 


eChineseLearning.com All Rights Reserved. To contact us, please visit: www.eChineseLearning.com 


39 


echineseLearning 


Teachers from Chin: 


Chinese Business Etiquette 


第 八 章 : 筷子 使 用 禁忌 
Chapter Eight: Five Things You Must NOT Do with 
Chopsticks 


Vocabulary: 


m ”熟人 (shuren): n. people whom you know very well 
m A446 (damuzhi): n. thumb 

m 食指 (shizhi):n. index finger 

四 “中指 (zhongzhi): n. middle finger 

m 无 名 指 (wumingzhi): n. ring finger 


m “小 拇指 (xiéomizhi): n. little finger 
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BALE: 中 文书 信 称 呼 


Chapter Nine: Salutations in Chinese Letters 


1 亲爱 的 XXX: | 

您 好 ! | 

XXXXXXXXXXXXXXX 
XXXXXXXXXXXXXXXXXXX | 

—XXXXXXXXXXXXXXXXXXX 

| XXXXXX。 | 


祝 | 


XXXX!XXXX! | 


China is known as the "nation of ceremonies." No matter whether it's in daily life or 


business activities, all Chinese people pay attention to etiquette. 


Salutations are among the most important elements of business communication. In 
a formal letter, the salutation occurs first. An appropriate salutation can create a 


good impression for the letter's reader. 


In Chinese letters, salutations are usually the honorific titles of the reader. The 
relationship between the addresser and the addressee primarily determines what 


kind of honorific is used. 
Salutations in Chinese are usually written using the following form: "honorific + 


title." Furthermore, they are written on the left hand side of the page, beginning in 


the first space and then followed by a colon. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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BALE: 中 文书 信 称 呼 


Chapter Nine: Salutations in Chinese Letters 


Case and Examples: 


Case 1. 对 上 级 (dui shangji): Salutations Used When Greeting a Superior 


"Jing'ai de + xingming:" 
"MR 的 + ER: " 


"Respected + name:" 


Jing'ai de Wang Li: 
eg. 敬爱 的 EW: 


Respected Wang Li: 


Case 2. 对 同 级 (dui tongji): Salutations Used When Greeting a Colleague 


"Qin'ai de + xingming:" 
" 素 爱 H+ ke." 


"Dear + name:" 


Qin'ai de Liu Ying: 
eg. az ”的 xR: 


Dear Liu Ying: 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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BALE: 中 文书 信 称 呼 


Chapter Nine: Salutations in Chinese Letters 


Case 3. 表示 郑重 (biaoshi zhengzhong): Showing Respect When Writing Names in 


Salutations 


1) "Zunjing de + xing + zhiwei:" 
"尊敬 的 + 姓 + 职位: ” 


"Honorable + surname + occupation title:" 


Zunjing de Wang jingli: 
eg. Bik 的 王 经 理 : 


Honorable Manager Wang: 


Zunjing de Wang laoshi: 
eg. Bak ”的 王 老师 : 


Honorable Teacher Wang: 
2) "Zunjing de + xing + xiansheng/nushi:" 


"Ba A + WE + 先生 /女士 


"Honorable + surname + Sir/ Madam:" 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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BALE: 中 文书 信 称 呼 


Chapter Nine: Salutations in Chinese Letters 


Zunjing de Li nushi: 
eg. Bak iy 李 女士 : 


Honorable Madam Li: 


Case 4. 表示 非常 郑重 (biaoshi féichang zhéngzhong): Showing Very High Respect 


When Writing Names in Salutations 


1) "Zunjing de + zhiwéi + xing + xiansheng/nushi + jingqi:" 


"尊敬 ”的 + 职位 + 姓 + 先生 /女士 + OU: " 


Honorable + occupation title + surname + Sir/Madam + please open: 


Zunjing de zhuguan Zhou xiansheng jingqi: 


eg. Sk WN 主管 Fl | GE AU: 


Honorable Supervisor Mr. Zhou, please open: 
2) "Zunjing de + zhiwéi + xing + xiansheng/nushi + zunjian:" 


"尊敬 ”的 + 职位 + 姓 + 先生 /女士 + BK," 


Honorable + occupation title + surname + Sir/Madam + respectfully discerned: 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 九 章 : 中 文书 信 称 呼 


Chapter Nine: Salutations in Chinese Letters 


Zunjing de kézhang Ma xiansheng zunjian: 
eg. Bak ”的 FHS 马 先生 尊 鉴 : 


Honorable Section Chief Mr. Ma, respectfully discerned: 


3) "Zunjing de + zhiwéi + xing + xiansheng/nishi + yajian:" 
"尊敬 的 + 职位 + 姓 + 先生 /女士 “+ 雅 览 : " 


Honorable + occupation title + surname + Sir/Madam + elegantly discerned: 


Zunjing de jingli Wang nushi yajian: 
eg. Sit MW AM 王 女士 WS: 


Honorable Manager Miss Wang, elegantly discerned: 


To listen to the recordings of the examples, please go to 


http://www.echineselearning.com/blog/salutations-in-chinese-letters-intermediate | 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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BALE: 中 文书 信 称 呼 


Chapter Nine: Salutations in Chinese Letters 


Vocabulary: 


MEAEH (bai yuwéi) v. to be well-known as 


= {UA (jingqi) v please open 
m %§% (zUnjian) v. respectfully discerned 
m WHE (yajian) v. elegantly discerned 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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Ste: 中 国人 的 面子 文化 


Chapter Ten: Have You Ever Sang Your Own Praises for 


Saving 面子 (mianzi)? 


"We have to choose the best location, hire a French designer... a British butler 
wearing a wig stands within the building, looking like a gentleman. When 
proprietors come, he will say to them, "May I help you, Sir?" no matter how busy he 
is! Speaking fluent English with a pure London accent will give you much 面子 


(mianzi)." 


These are classic lines of the famous Chinese movie Super Star, 《大 腕 》. They are 
funny and also convey some psychological aspects of Chinese people, especially " 面 
Ff (mianzi)". For saving {fil $ (mianzi), some Chinese people may make a fool of 
themselves, lie to others, or even hurt others. So what does 面子 (mianzi) really 


mean in Chinese culture? 


Originally, 面子 (mianzi) means the surface of some physical objects. For example, 
we can say “被 面子 (beimianzi)”or “the surface of the quilt.” It can also mean powder. 
For example, we can say 2) If]  (yaomianzi), powdered medicine. But with the 
development of psychological linguistics, [ff] — (mianzi) is endowed with more 
profound cultural meanings. I am sure you must have heard some Chinese people 


say "你 太 给 面子 了 " on business occasions or during some other ceremonies. Here, 


面子 (mianzi) means face literally. It does not refer to our body part, but a kind of 


honor. So people always try their best to save their 面子 (mianzi). 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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第 十 章 : 中 国人 的 面子 文化 


Chapter Ten: Have You Ever Sang Your Own Praises for 


Saving 面子 (mianzi)? 


In daily life, phrases like "爱面子 (aimianzi)) be concerned about face-saving", "22 [fil 


-¥(yaomianzi), be keen on face-saving ", "给 面子 (geimianzi)) save one's face", "2H 


¥(méimianzi), lose one's face", and " 伤 面 子 (shangmianzi) hurt one's face" are often 


heard. 


But why do Chinese people love their "面子 (mianzi)"” so much? Historically speaking, 
it is closely related with Confucianism. China has been greatly influenced by this 
philosophical thinking for thousands of years. Its core is that harmony matters most. 
So, we would not embarrass others in public by any means. Even when someone 
tells lies, we would not call out their lie in front of them. This is a polite way to show 
our respect to other people. Gradually, we develop a habit of saving our own face 


and others’. 


In addition, people love their 面子 (mianzi) because of some psychological factors. 
First of all, some people have power and money. They enjoy a good reputation or a 
high status in some fields of society. To maintain their public image, they have to 
love their 面子 (mianzi). When it comes to behaving in public, they will be very 
cautious about their words and deeds. When others speak highly of them, their 


vanity is greatly satisfied. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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Ste: 中 国人 的 面子 文化 


Chapter Ten: Have You Ever Sang Your Own Praises for 


Saving 面子 (mianzi)? 


Second, some people love their 面子 (mianzi) because they feel self-abased. Due to 
different social and personal reasons, they may feel inferior to other people in their 
job, family study, love, etc. They long for these things from the bottom of their heart， 
but they cannot have them now. So, they may do some things to improve their 


self-image. 


This mental activity results in their loving 面子 (mianzi). For example, a man's family 
is not perfect. He often quarrels with his wife, and his kid is not doing well in school. 
Out of the aforementioned reasons, he won't let others know these potentially 
embarrassing things. Therefore in an effort to hide the truth, he always tells other 
people that his wife is very beautiful and kind, that his kid behaves very well in 
school, and that his whole family is very harmonious. This is a very typical case in 


saving face. 


Finally, some people love their 面子 (mianzi) because they do not have proper 
judgment. After learning some kids in his son's class are going abroad, he wants his 
son to go abroad too. In his eyes, following popular trends is a good way to 


save/boost face. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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Ste: 中 国人 的 面子 文化 


Chapter Ten: Have You Ever Sang Your Own Praises for 


Saving 面子 (mianzi)? 


There is nothing good or bad about 面子 (mianzi), as long as you don't do harm to 
others' interests. It is just a reflection of Chinese culture in one aspect. Teachers 
won't blame his or her students directly for saving their face; parents let their kids 
go to well-known universities like other kids do to gain 面子 (mianzi) for themselves; 
stars and bosses donate to charities for face-saving reasons... Examples like this are 


too numerous to go on. 


Do you have a basic knowledge of 面子 (mianzi) in Chinese culture? As an old saying 
goes "men rest on their face just as trees rest on their bark". 面子 (mianzi) is vital to 
Chinese people. Iam sure you must have done something in your life to save your 


own 面子 (mianzi) or others’. Please feel free to share them with us. 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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EM Chinese Business Etiquette 


Ste: 中 国人 的 面子 文化 


Chapter Ten: Have You Ever Sang Your Own Praises for 


Saving 面子 (mianzi)? 


Vocabulary: 


m= 爱面子 (aimianzi) v. be concerned about face-saving 


m ”要 面子 (yaomianzi) v. be keen on face-saving 


m 给 面子 (ggimianzi) v. save one's face 


重伤 面子 shangmianzi) v. hurt one's face 


m cihl+(méimianzi) v. lose one's face 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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echingseledinig Chinese Business Etiquette. 


For more Chinese learning materials, please visit our website: 


http://www.eChineseLearning.com/ 


These materials might also be useful to you: 


Popular Chinese Words: http://www.echineselearning.com/blog/categories/popular-words 
Chinese Culture: http://www.echineselearning.com/blog/categories/chinese-culture 
Business Chinese: http://www.echineselearning.com/blog/categories/business-chinese 
Chinese Test: http://www.echineselearning.com/blog/categories/chinese-tests 

Chinese for Kids: http://www.echineselearning.com/blog/categories/chinese-for-kids 
Chinese for Teens: http://www.echineselearning.com/blog/categories/chinese-for-teens 
Newsletter: http://www.echineselearning.com/newsletter/ 


Got Questions? Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 


eChineseLearning.com All Rights Reserved. To contact us, please visit: www.eChineseLearning.com 


54 


eChineseLearning 


Live Teachers from Chinal Chinese Business Etiquette 


About eChineseLearning 


eChineseLearning is the world's premier online Chinese language school providing 


systematic, customized, one-to-one live instruction services to students worldwide of 
all ages and walks of life. 


Our mission is to provide the best Chinese language education service worldwide at 


an affordable price and always focus on the needs of our customers and offer them 
effective and enjoyable Chinese language learning experience. 


My name is Aimee = 
One-to-One Live online instruction 


Native, professionally trained and 
(Yes! Real time, real people) experienced Chinese teachers 


一 = 
= S$ 
人 

~~ 
WA Ss 


24 hours a day, 7 days a week Customized instruction at Live audio and video using instant 
your own level, pace and style messaging tools such as Skype 


> Sign Up for a Live Online One-to-One FREE Trial Lesson Now (No Obligation)! 
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